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User’s Guide to GAPworks for authors

V. Wenzelmann, Dec. 2004

This guide is for authors who want to publish an article for the e-journal Afrikanistik Online within the GAP workflow (GAPworks). The GAPworks-designers systematically draw the general publication process within GAPworks as follows:
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As you can see, the whole publication process involves – apart from the author – a formal, technical and content-reviewer, an editor-in-chief, a publishing employee, a publisher, a computer administrator and a system administrator. They all have to agree on the publication of an article, otherwise it is sent back to the author who is asked to make certain changes. The publisher – in case of Afrikanistik online this is Dr. Helma Pasch – gives one or more roles (permissions) to a user. To keep things as easy as possible, this guide is only for authors who want to hand in a document. 
I.) Before uploading – Registration and Login
I.1) Registration
Registrating to GAPworks is very easy. If you open http://www.gapworks.de, you can choose whether you want to have the page shown in English or German by clicking on the flag in the upper right corner. On the left side, you see a toolbar – the main menu. 
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You click the “Login”-button and the following window opens:
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To register, you click the button I want to register. This opens another window: 
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User name and password are chosen by you. 
To log in later, you will only need your user name and password. The details can always be changed on the homepage by clicking “Your data” in the left tool bar after the login.
Between registration and first login, you need to be given a role (function) by the editors.
I.2) Login
To log in, you click the Login-button again. But instead of clicking the button “I want to register”, you now fill in the blank fields, which ask for your user name and password, and then click Login.
If you have forgotten your user name and/or password, use the third section of the window, fill in your e-mail-adress and click send password. Your user name and password will be sent to you in an e-mail immediately.
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II.) Uploading a document

After logging in, you will see the main menu on the left side of your screen. After being given the role of an author, you can hand in your article by clicking Submit document. Another window opens:
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You have to fill in the fields marked with a red asterisk, but we would appreciate it if you would fill in all the fields. 
Notice:
· You have to choose a container (always a subcontainer of Afrikanistik Online), Language, Theme, and Type of Document (this should be Journal article)
· Your name should automatically be written in the fields behind “Author 1”. You can add co-authors by clicking “more creators."

After filling in this form, you can browse and upload your document. Then you click on “Submit”, a new window opens up – and your article is handed in and will be reviewed. 
In case you forgot to fill in one of the asterisk-fields, or you did not choose container, language, theme and/or type of document, the form appears again, with the corresponding field marked.
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IMPORTANT: The document-format MUST be .doc or .rtf!! 
In case one of the reviewers or the editor has a remark concerning your article, you will automatically receive a computerized e-mail, to which a personal message might be added.

III.) Logout
To log out, you only have to click the button Abmeldung/Log out in the toolbar which appears on the left side of your screen after you have logged in.
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